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STUDENT OUTLI NE

BUDGET EXECUTI ON ACTI VI TY ACCOUNT RECONCI LI ATI ON

LEARNI NG OBJECTI VES:

1. TERM NAL LEARNI NG OBJECTI VE: W thout the aid of the
reference and gi ven budget execution activity records, required
accounting reports, required source docunents, reconcile budget
execution activity records in accordance with Student Qutline
FBTC 0211. (3404.07.06)

2. ENABLI NG LEARNI NG OBJECTI VES:

a. Wthout the aid of references, classify nmenorandum
records in accordance with MCO P7300.20. (3404.07.06a)

b. Wthout the aid of references, classify official
accounting records in accordance with MCO P7300. 20.
(3404. 07.06b)

c. Wthout the aid of references, describe in witing
t he purpose of nmenorandum fund bal ance in accordance with MCO
P7300.20. (3404.07.06c)

d. Wthout the aid of references and given source
docunment s, maintain menorandum source docunent files in
accordance with MCO P7300.20. (3404.07.06d)

e. Wthout the aid of references, |ist the SABRS
reports used for Budget Execution Activity account
reconciliation in accordance with MCO P7300.20. (3404.07.06e)

f. Wthout the aid of references, denpnstrate the
steps necessary to perform Budget Execution Activity account
reconciliation in accordance with MCO P7300.20. (3404.07.06f)



QUTLI NE:

1. DEFI NI TI ONS:

a. Menorandum records are records maintained by the budget
execution activity which are the basis for recording
aut hori zations, comm tnments, obligations, expenses, and
liquidations to the official accounting records. Menorandum
records are maintained for a total of five years (current year
-1, -2. -3, -4). Exanples of nmenorandum records are:

(1) Authorization Letters;

(2) Requisition forms;

(3) Obligation docunents;

(4) Expense forms, receipts and invoices;
(5) Paynment vouchers.

b. Official accounting records are those records generated
by t he Aut horized Accounting Activity which reflect the
"official" status of funds for a given Wrk Center
| dentification or Budget Execution Activity.

c. The status of funds or bal ances reflected in the
official accounting records are a direct result of menorandum
records recorded by Budget Execution Activities and the
expendi tures posted by the Authorized Accounting Activity.

2. PURPOSE OF MEMORANDUM FUND BALANCES:

a. SABRS is a real tinme systemwith the exception of the
various external systeminterfaces, which update SABRS on an
intermttent basis. Since the account bal ances in SABRS are not
consistently accurate because of these external interfaces, a
menor andum fund bal ance nmust be mai ntained by the BEA to keep an
accurate bal ance. The purpose of reconciling nenorandum records
agai nst the official accounting records is to ensure that al
transactions recorded to the official accounting records are
posted properly and to provide the Budget Execution Activity an
"up-to-date" status of the account.

b. Mnual nenorandum fund bal ances are nmaintai ned using the
| ast SABRS cycl e avail abl e bal ance and subtracting fromthis
amount any financial transactions that the Budget Execution
Activity has created that have not yet posted in SABRS. The key
for proper namintenance of a running fund bal ance is based on the
menor andum sour ce docunent files created and maintained by the
Budget Execution Activity.



3. MEMORANDUM SOURCE DOCUMENT FI LES:

a. Menorandum source docunment files are maintained to
substantiate information processed into the accounting system
satisfy audit requirenents, and to satisfy docunent retention
regul ations. These files are also maintained to provide users
with information concerning all requisitions and orders
affecting their funds and the status of those transactions in
t he accounting system The status of docunments will either be
pendi ng, posted or conpleted and they will all be filed in
document number sequence.

b. Pending Docunents: Pendi ng docunents are docunments that
have been initiated for obtaining material, supplies, TAD, etc.
t hat have not been entered in the accounting system Pending
docunment files also contain received docunents such as
contracts, purchase orders, receiving notifications, etc. that
have not updated the accounting system The key to the pending
file is that the docunents in your possession have NOT been
entered in to the accounting system

c. Posted Docunents: Posted documents are those docunments
t hat have had comm tnents, obligations, expenses, or paynments
processed and validated for accuracy in the accounting system
Docunment validation is acconplished through the use of cycle
reports and systeminquiries.

d. Pending and posted files nay be created and nai ntai ned
usi ng various nethods. They nust be created al ong functional
lines, that is, separate pending and posted files for TAD
transactions and Material and Services transactions. The
followng files are recommended for maintaining source
docunent s.

(1) AUTHORI ZATI ON FI LE:

(a) Pending File — The authorization pending file
contains letters or nessages providing authorization to spend
funds that have not been recorded in the accounting system
This file will be maintained by the Budget Execution Activity,
by fiscal year and filed in anendnent nunber sequence with the
| at est anmendnent on top.

(b) Posted File — The authorization posted file
contains letters or nessages providing authorization to spend
funds that have been properly recorded and verified for accuracy
in the accounting system This file will be maintained by the



Budget Execution Activity, by fiscal year and filed in amendnent
nunber sequence with the | atest amendnent on top.

(2) Material and Service Files: Menorandum files for a
BEA whose functional responsibility is along Material and
Services transactions, the nenorandum files should be
establ i shed as outlined bel ow.

(a) Comm tnment Pending File — The commtnent pendi ng
file will contain all material/service type requisitions (i.e.
request for procurenent actions, training requests, printing
orders, reinbursable authorizations not yet accepted, etc.) that
have been created and forwarded for obligation action but have
not yet been posted in SABRS as a comm tnent of funds. Once the
commtnment is posted and validated in SABRS, The BEA wi ||
annotate the date, cycle posted, DI C and dol |l ar anmount on the
docunent and the docunent will be noved to the comm tnment posted
file.

(b) Comm tnent Posted File — The conmm t ment posted
file will contain all material and service type requisitions
t hat have had a comm tnment posted in SABRS. Docunments wil |
remain in this file until the official obligation docunent
(i.e., purchase order, contract, accepted reinbursable
aut hori zati on, approved training agreenent, accepted printing
order, etc.) has been received by the user. Once the official
obligation document is received, all docunents pertaining to
t hat specific docunent nunber will be conbined and filed in the
obligation pending file.

(c) Obligation Pending File — The obligation pending
file will contain all official obligation docunents that have
not appeared on an official accounting report. Once the
obl i gati on appears on an accounting report, the BEA w |
annotate the obligation date, cycle nunber, DI C and doll ar
anount on the docunent and the obligation docunent will be noved
to the obligation posted file.

(d) Obligation Posted File - The obligation posted
file will contain all material and service type requisitions
t hat have had an obligation posted in SABRS and are awaiting the
delivery of the ordered goods or services. Once the goods and
services are received (shipping/receiving docunent received,
training conpleted, invoice for services received, etc.) an
expense shoul d be keyed into SABRS.



(e) Conpleted File — The conpleted file is a history
file. Docunents placed in this file have had all phases of the
transaction cycle conpleted with all amount fields equal in
SABRS. In other words, the material or service was ordered,
recei ved and the invoice was paid.

(3) Travel Files: Menorandum files for a BEA whose
functional responsibility is along TAD transactions, the
menor andum fil es should be established as outlined bel ow:

(a) Pending File — The travel pending file contains
all approved travel requests that have not yet been keyed into
SABRS. Once the travel request is keyed into SABRS and a copy
of the official orders is received, the request should be
attached to the orders and noved to the posted file.

(b) Posted File - The travel posted file contains
all travel orders produced through the system or manually
created and obligated that have not yet been settled by the
traveler. Once the settlenent paynent is posted in SABRS, the
orders will be nmoved fromthis file to the settled file.

(c) Settled File — The travel settled file contains
all travel orders which have had final settlenent paynents
posted into SABRS to conplete the individual entitlenent portion
of the travel orders. The Government travel request (GIR)
portion will normally still be outstanding at the tinme the
i ndi vidual settles the travel claimand paynent is processed in
SABRS. Until the GIR paynent is received and posted in SABRS,
t he TAD docunment is not conplete. Once the GIR paynent is
posted in SABRS, the orders will be noved to the conpleted file.

(d) Conpleted File — The travel conpleted file is a
history file. Orders placed in this file have had all phases of
t he transaction cycle conpleted affecting this docunent. Al
paynents have been received, both for entitlenent settlenent and
GIR. This transaction has all noney fields (i.e., conmmtnent,
obl i gati on, expense, and |iquidation) equal in SABRS. |If al
money fields are not equal, the user should adjust the SABRS
record to bring the comm tnment, obligation, and expense into
bal ance with the paynents received and posted for personnel
entitlements and GIR.

4. SABRS REPORTS USED FOR RECONCI LI ATI ON

a. SABRS generates information through online or hard copy
reports. These reports are produced based on a cycle, weekly



run, bi-weekly run, nonthly, quarterly, and an annual basis.
Reports are produced reflecting information fromthe spending
process and nost of the supporting files and they can be
retrieved through | NFOPAC, SMARTS or the Reports Inquiry Option
after each SABRS cycle. These reports are needed for two

pur poses: To reconcile the information that was processed into
the systemand to obtain the current SABRS fund bal ance. Even
if the user did not enter information into SABRS, the cycle
reports need to be reconciled to validate external system
interface transactions that affect fund bal ances.

b. There are several basic reports that are produced with
each SABRS cycle which are essential for fund control and source
docunent validation. Listed below are the major reports used by
a BEA during a reconciliation process:

(1) Cost Account Reports:

(a) DFPBR035 — BEA (Budget Execution Activity)
Managenent Report: This report provides the status of a budget
execution activity for each fiscal year, subhead, object class,
and subobj ect class codes. The report contains authorization,
conm tment, obligation, expense, and |iquidation informtion
affecting the budget execution activity. This report is
cunul ative to date.

(2) Spending Transaction Reports:

(a) DFPBSO05A - Spending Error Report: This report
wi |l provide the budget execution activity with all transactions
entered into SABRS for the cycle that failed to update the
system due to sone coding problemthat failed to neet system
edit requirenents.

(b) DFPBR0O17 — Daily Transaction Journal: This

report will delineate individual transactions that were
processed against a BEA" account during a particular cycle. This
report will reflect new or changed comm t nent, obligation,

expense, and liquidation information affecting a specific source
transaction by docunent nunber.

6. RECONCI LI ATI ON PROCEDURES:

a. The follow ng general steps should be followed during
t he account reconciliation process:



(1) Opbtain a schedule fromthe Defense Finance and
Accounting Service (DFAS) of when SABRS cycles are scheduled to
run during the week or nonth.

(2) The day after (no nore than two days) a SABRS cycle
has been executed, users should receive reports pertaining to
t heir budget execution activities or budget Execution
Subactivities.

b. After reports are received, information contained in the

BEA/ BESA' s source docunent files will be checked agai nst
i nformation contained in SABRS. This reconciliation should be
conducted al ong functional lines (i.e., travel information

reconcil ed against travel reports, material and services
documents reconcil ed agai nst material and services reports,
etc.). Fund status information will be reconcil ed using Cost
Account reports, spending transaction reports and menorandum
source docunent files.

c. Before beginning the reconciliation process, it is of the
ut nost i nmportance that your nenorandum (pendi ng, posted, etc.)
files are properly established. Upon receipt of the official
accounting reports, review themto ensure that they belong to
your unit. Inspect the heading of each report making sure the
fiscal year and the BEA/ BESA are correct. |If nore than one
cycle is received, arrange themin cycle number sequence. All
st eps nust be acconplished for each cycle, beginning with the
earliest and continuing through the | atest.

d. Reconciliations are perforned for each transaction that
appears on the accounting report. The follow ng are the steps
necessary to conplete the reconciliation:

(1) The first step is to reconcile the transactions on
your DFPBRO17 — Daily Transaction Report. You wll| need your
pendi ng and posted docunent files. To properly work this
l'isting, each new transaction nmust be reconciled. Before you
can reconcil e each transaction, you first have to know what
affect each Docunent ldentifier Code (DI C) has on your account.
The following is a list of the nost commonly used DI Cs. SABRS
Spendi ng Process User Manual has a conplete listing of all DICs.



DICs EFFECT
CMT Commitment
COB Commitment and Obligation
COE Commitment, Obligation, and Expense
DEC Data Element Change
EXP Expense
INT Initiation
OBL Obligation
OEX Obligate and Expense
B7A Commit, Obligate Expense DSSC Transactions
FA1l Liquidation IDB/DSSC Transactions
DXO Liguidation

(a) Starting with the first transaction, ook at the
DI C and determ ne what the transaction is doing. |If the
transaction is a comm tnent, obligation, expense, liquidation
or a conbination, verify the follow ng information:

Docunment Nunber
FI P

Quantity

Unit Price
Total Price

b gphE

(b) Locate the docunment in the menorandum source
docunment file and make sure the information verified above is
identical on the source docunent. |f the docunent was in the
pending commitnent file, nove it to the posted commtnment file.
| f the docunent was in the pending obligation file, nmove it to
the posted obligation file. Annotate the cycle nunmber, anount
and action taken on the docunent tracking sheet as shown in the
exanpl e bel ow.

TRACKING SHEET
DOCUMENT NUMBER : _M9925592750001
FIP: __M99255 94 00 BF 026 2607 0001,

CYCLE# DIC DESCRIPTION OF ACTION TAKEN OR ACTION THAT NEEDS TO BE TAKEN

9001 CMT Posted Properly for 1000.00

9002 OBL____Posted properly for 1000.00




(c) I'f the docunent is not in the pending files,
check the posted files. If it is found in the posted file, this
may be a duplicate posting and the docunent m ght need to be
"backed out" or credited. If it determned that this is a
duplicate posting, annotate di screpancy on the docunent tracking
sheet. You will need to induct the correcting transaction on
t he next SABRS cycle. This docunent will need to be placed in
t he appropriate (comm tment or obligation) pending
file until the correction post in SABRS. After the correction
post nove docunent to the proper posted file.

(d) If the docunent is not in the pending or posted
file and research indicates that the docunent bel ongs to you,
get a copy of the docunment, annotate the cycle nunmber on the
document tracking sheet and file it in the appropriate posted
file.

(e) If norecord is found and it is apparent that
t he docunent is not yours, record the docunent nunber on a
docunment tracking sheet. |Induct the correcting transaction on
the next SABRS cycle. This tracking sheet will be placed in the
appropriate pending file until the correction post in SABRS.
After the correction post in SABRS, this tracking sheet needs to
be maintained in the conpleted file.

(f) If the transaction is a |liquidation, |ocate the
document in the posted file and annotate the docunment tracking
sheet with the amount |iquidated and cycle nunber. [If no
expense has been posted in SABRS, induct the expense transaction
on the next SABRS cycle. The ampunt of the expense transaction
will be equal to the liquidation anount. You al so nust
determine if the liquidation amount is a final or partial
payment. |If the paynment is a partial paynent this docurment will
remain in the posted file until conpletely liquidated. |If the
liquidation is a final paynent, you need to ensure that al
noney anmounts (conm tnment, obligation, expense, and |iquidation)
equal. If the ampbunts do not equal you will need to induct the
appropriate transaction to bring all noney ampbunts equal .

e. After all transactions have been “worked”, the next step
is to conplete the reconciliation report as shown bel ow.



7300
DATE _5Qct 99
RPT # — 001

From  Commandi ng Officer, Fund Admi nistrator 94
To: Commandi ng Officer, 9th MEU

Subj: RECONCI LI ATI ON OF SABRS FI NANCI AL REPORTS CYCLE # 9001
1. The subject cycle has been reconciled in accordance with the reference.

2. The following reflects the status of funds based on application of menmorandun

records.

a. Authorization (BEAMR)................... _176000.00___
b. Available Balance (BEAMR).............. ___47500.00___
c. Authorizations not posted............... __10000.00___
d. Adjusted avail able balance (2.b +/- 2.c) __ 57000.00_

e. Commitments (Pending and Posted) ___ (20000.00) _

f. Pending obligations............ 30000. 00__

g. Total Unobligated documents (2.e +/- 2.f) ___10000.00___
h. Current avail able balance (2.d +/- 2.9g).. ___ 47000.00__

(SIGNATURE)

(1) Using the | atest DFPBRO35 — BEA (Budget Execution
Activity) Managenent Report, enter the authorization anount on
the line "AUTHORI ZATI ONS TO DATE" (line 2.a.) of the
reconciliation report. Enter the avail abl e bal ance anount on
the line "UNOBL BAL TO DATE" (line 2.b.) of the reconciliation
report. Next, verify the "AUTHORI ZATI ONS TO DATE" anount
agai nst your |atest authorization letter in your posted
aut horization file. |If the two do not agree, you probably have
an amendnent to your authorization that has not posted to the
of ficial accounting records. Check your pending authorization
fol der, enter the anpunt of the authorization letter that has
not posted to the official accounting records on the |ine
" AUTHORI ZATI ON NOT POSTED' (line 2.c.) of the reconciliation
report. To get your "ADJUSTED AVAI LABLE BALANCE" (line 2.d.)
conpute the difference between line 2.b. and 2.c.

(2) Next, enter the total ampunt of all docunments held
in the pending and posted commtnent file on the line
" RESERVATI ON ( PENDI NG AND POSTED)" (line 2.e.).

(3) Enter the total amount of all pending obligations on
the |ine "PENDI NG OBLI GATIONS" (line 2.f.).

(4) Enter the sumof line 2.e. and 2.f. on the line
"TOTAL UNOBLI GATED DOCUMENTS" (line 2.g.).
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(5) Enter the current avail able balance on the |ine
" CURRENT AVAI LABLE BALANCE" (line 2.h.) by taking the anpbunt on
line 2.d. and subtracting (debit anounts) or adding (credit
anpunts) to the anount shown on line 2.g. This final figure is
t he amount of funds the BEA has to spend, regardl ess what SABRS
has for a bal ance.

(6) The final step is to conplete the remai nder of the
reconciliation report by conpleting the date, cycle nunber and
report nunber. The cycle nunber is copied directly off the
Daily transaction Journal Report that you are working. The
report nunber is the next sequential nunber of your
reconciliation reports (you can do one or nore reconciliation
reports for a particular cycle). Finally, sign and file your
conpl eted report.

REFERENCE:

1. MCO P7300. 20
2. SABRS Users Manual (Spending/Batch Reports)
3. DOD 7000. 14R DoD Fi nanci al Managenment Regul ations
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